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104 ASP/RR 20 May 1959
THRU ¢ ch/a/rR
FROMs Ch/n/oL/rx

SUBJLTt Suggestion No, 59«18

1. Suggestion No, 5918, which concerns Revised Form No. 456
and a new systen of trensaifting, trecing, and recalling map materials,
was adopted for use in the Mp Libwary in January 1959 and has proved
te e superlor in operating efficiency and accurscy to the method
formerly used,

2. The revised forn mas deviscd by the Chief of the Information
Control 3sction, Map Liby-ry, OfR, who 1s not a professional librarian
and who would not normally heve been expscted to create & new system
for the preparation and meintenance of the records of all smap loans
and the distribution of all clossified map materisls. In developing
and fmplementing his suggestion, the suggestor had cut across hranch
1ines in the Map Lidrary and has modified Fore No. 156 25 it was
formerly used by the Reference Branch and has adapbed it in such a
way that he has been ablo 10 eliminate receipt Porm Ho. 188 and its
sell-addrgssed return envelope, formerly used in the Information
Comtrol Section of the Mep linrary., The proesent sdapbation of Form
No. 166 consclidates on one form the information that wss formerly
contained on two different forus (No. LGS and No, 188) and tas
reduced the mumber of file copies in the Infornation Conirol Section
from feur to onm. Former Forms No. 466 and No. 188 had been devised
by profeasional librarisns and had beon used &5 .art of the standard
established map libwsry transmittal, trscing, and recall procecures
for seversl yoars,

3+ %hen the ouggestor first conceived the idea of converting
the system then being utilized to the one presontly being used, he
sought the advice of two professional librarisns, the Chief of the
Rafsrence Brench and the Chisf of the Processing Hrinch. The Chief
of $he Refersnce Branch, s professional librarian, sgre:d that
Reference Bra:eh Form Ko. 466 could be advantsgeously modified to
include receipt-type infor-ation on the propessed third attaohment,
tius completely cliainating Receipt Form No. 188 and a self-eddrcsaed
rcturn envelops, being used in the Information Control Cectione ihe
suggestion was also reviewed and discussed with the Chicf of the
Prooeasing Rranch of the Map iibrary, & professional lihrarian, who
heartily endorsed the idea, "The two Hpranch chiefs, vogether aith the
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Chief of the Hap Litwary, enmcouraged the suggesior to proceed with
the develppment of his idea, The suggesior then consulied with
personnel in the Forms Nanagemsid component, znd the revised form
was sventually euthordued amx: iie new systes was implemerded,

4o Based on past stetisiics, 1t is estimated that vevised
Form No. 456 will be used f¥om 14,400 to 15,000 times yesrly in the
Map Library. The revised forz creates no additional work for the
Referenne Branch, The ellmlnatlon of all three file copies of Porm
No. 188 results in a saving of 2-1/2 months! time early of a grade 7
amployes in the Information Contrel mit, Since the revised form filed
in the Information Control Section now presents on one form the complote
status of the los&n pleture, including both the actual request and the
recelipt, ineressed efflclengy and addiilonsl time saved on the jart of
Map Library personnel (&t variocus grades) when they refer to the records
are sutomtic additional bencfits of the new smbten,

S« The consolidation of the actual map request snd the recelpt
for the =aterials on revised Form No. 155 reduces the change for error
formerly possible when copying informetion from one form to another
and also virtually eliminates the possibility of mistakenly recording
thet materials were charged to one component instesd of ancther, The
present methed thus providea & more accurate record of where the maborisls
are &t all times and facilitates the recall of sap matorisls, Sinoe the
revised fora .rovides & more accurate record of detersining whieh re-
questers have materials on loan and since the form is & roocord of
CLASCIFIED materials, the value of the form becomes incrsacingly
eignificagt fron a SECURITY standocoint, Classified =aterisls that
heretofors aight have been assigned s wrang control mumber might not
have been voluntarily returned by the actual recipient, In that case,
& person noi having the meteprlals would have be.n contected for the
recall of the meterials and the materials might not have been returned
for an indefiolte period. The present system definitely ties in the
request with the reciplont and shows the actuel date of the request,
the date tie saterial left the Map Library, the date it was received
by the reeiplent and bears the signeture of the recipient and therchby
lesscna the likelihicod of losing classificd meterials, The present
systen has also mede posslible the elimination of one safe, fomerly
uged to store file coples of Form No. 188,
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6. Revised Fors No. L66 is curremtly being utllized in three
branches of the Map Lidrary, The request for map materials is rooorded

on it in the Reference Rranch; the form is then forwarded to the Proces.lng

Branch for servicing of the request) and the form ultimately gocs to the
Inforuatien mgﬁ Section, te be nsed for the transmitial of the re~
quested map materisls and for their recall, The form affects all the
eustomers of the Msp Library, both in othor components of CIA md in
a1l other 7.5, Government agenclies that borrow map zaterials Lrom

CIA, insuring an aceurste record of transmitiel, of recelipt, ami ef
current lpeation of borroved matoerials,

7. ¥nile revised Form Fo, 466 was designed especlally for use
the Mep Library, the ides of the form opuld be adopted by any
osmonerd, which trensmits materials snd desires s recelpt. The idea
could be epplisd to other library componentc throughout the Mve:;rmgent,
to mail reoms, to offices sending materials to field posis, stc., which
woudd result in a substantial saving of record keeplng time for these
components, as well as for the CIA Map Library.

in

8. Buggestion No. “9-4)8 receives hizh endorsement from the
tap LibyaXye

25X1A9%9a

1 Attech:
Suggestion No. 59418
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